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I. INTRODUCTION 
STATEMENT OF THE PROBLEM 
The object of this study is to make a. comparison of the forms used in 
record-keeping among registrars empla,yed in small New England colleges. 
PURPOSE OF THE STUDY 
The purposes of this study are& 
1. To determine if there are praotices that are common among 
registrars. 
2. To determine if registrars of various size colleges perform 
the same functions. 
3. To analyze and compare the forms submitted. 
4. To determine if colleges of varying size use the same forms. 
5. To contribute to the currellb knowledge of the procedures of 
registrars in small colleges. 
JUSTIFICATION 
The staffs of m&IJY of the smaller colleges in New England are limited 
in number. This presents a great problem to the registrar, who must keep 
accurate and useful records with a minimum of clerical help. Records are 
necessa~ and must be kept for the benefit of both the student and the 
institution. The student has occasion to rely on the records kept for such 
purposes as academic transcripts, references, problems of placement, etc. 
The institution is often asked to glean from its records informt.tion to be 
used by the government, accrediting bodies, or professional groups. In his 
2 
3 
' discussion of student personnel records, Wrenn points out: 
Poor personnel records, or lack of records, cost the institution 
money in terms of staff time and inefficient utilization of the 
services and facilities provided. They also cost the student in 
confusion and dissatisfaction.l 
With only a limited amount of clerical help the registrar must depend 
on forms which are completed by the student, adviser, faculty member, and 
the registrar himself. The proper processing of the forms should result in 
records Which are easily accessible and are sufficient to meet the needs of 
the student and the institution. 
Since a survey of curreuh literature indicates that there is a lack 
in the field of record-keeping by registrars, a comparative study of forms 
used by registrars is justified. 
SCOPE 
In order to make a comparative study of the forms used in record-
keeping, a questionnaire was prepared and sent to registrars requesting 
information regarding procedures used and also requesting samples of the 
forms used (see Appendix B). 
The sample group involved in this study includes small New England 
colleges meeting the following stipulations: 
1. Must be regionally accredited 
2. Must be on a semester uarking system 
3. Must have four-year, degree-granting programs 
4. Must have not less than 350 students and not more than 1500 
5. Must not be a technical school 
lc. Gilbert Wrenn, Student Personnel Work in College (New York: The 
Ronald Press Company, 1951), P• 435. --
4 
The colleges chosen are those which meet the above specifications as 
listed in the 1958-1959 edition of Higher Education, published by the De-
partment of Health, Education, and Welfare. Four of the colleges ohosen 
were contacted for personal interviews, using the questionnaire as a guide. 
The remainder were contacted by mail . It should be noted that all of the 
colleges meeting the specifications were contacted with the exception of 
some of the Massachusetts state Teachers Colleges. Since it is assumed that 
there is a similarity in their procedures, only two of these colleges were 
sent the form. 
A study was made of the offioe forms submitted and several of them 
were Chosen to be used as illustrative material. In order to make the paper 
more functional these sample forms are being placed at the oanolusion of the 
section dealing with the particular forms. 
DEFINITION OF TERMS 
In order to better understand this study, the following terms will be 
used as defined: 
1. Small New England College--A college located in New England that 
has met the above stipulations. 
2. Forms--For the purpose of this stuiy forms will refer to those 
used by registrars for the accumulation, analysis, or interpretation of 
data. Forms requested for comparison included: 
Transcript 
Permanent Record Card 
Withdrawal Form 
Change of Major 
Change of Course 
Personality Rating 
Registration Forms 
Report Card 
Grade Sheet 
Class List ======~====================~ 
5 
3. Questionnaire--The questionnaire sent to registrars (see Appendix 
B) included twenty items to be answered. The items could be grouped in the 
following manner: 
SUMMARY 
Role of the Registrar 
Services extended 
Personnel 
Files 
Registration 
Testing 
Records 
Forms 
Business Machines 
2 items 
3 
1 
2 
3 
2 
3 
3 
1 
This study is concerned with an ana.lysis of various forms used by 
registrars of a sample group of New England colleges. An ana.lysis will be 
made of the records to determine the differences in individual colleges and 
in colleges of various sizes. SuCh an analysis will result in greater in-
sight into the role and duties of registrars in small New England colleges. 
II. REVIEV'f OF RELATED LITERATURE 
~·---------------------------
II. REVIEW OF RELATED LITERATURE 
Since the major role of the registrar is record-keeping. the literature 
reviewed for this part of the study has been concentrated in the area of 
analysis and design of forma used by registrars. 
Wagner.l in his article published in the Amarican Association journal, 
pointed out that forms constitute the basis of the registrar's work. He 
noted that nothing much happens in the registrar's office without the use of 
forms. They are the tools upon which we rely to a large extent for the 
smoothness and efticien~ of our s.ystem of record-keeping. 
DESIGN OF FORMS 
In a later article by Wagner form designers are urged to be very 
selective in the information they request.2 Only that information for which 
there is a specific need should be requested. It an item is not to be used, 
it should not be included in the form. He felt that it is to the registrar's 
advantage to keep forms as brief as possible. In a report prepared by the 
Committee on Office Management and Practices of the American Assooiation,3 
a point was made of the fact that lengthy' forms tend to discourage the 
student and reduce the accuracy of the information requested. 
louver w. Wagner, "Analysis and Design of Office Forms," College 
~ Universi!Y, Vol. XXXI (Swmmer. 1956). P• 488. 
20liver w. Wa~er. "Design and Use of Office Forms," ibid •• Vol. 
XXXII (Summer. 1957), P• 495. 
3Amerioan Association of Collegiate Registrars and Admissions Officers 
Analysis ~ Design ~ Office Forms. A Report Prepared by the Committee on 
Office Management and Practices (New York: American Association of Col-
legiate Registrars and Admissions Officers. 1958). P• 14. 
1 
--
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The efficiency of a form depends not only on the pertinence of the 
information requested but also on the writing and the arrangement of the 
items. Five rules regarding the use of forms were suggested by Lloyd-Jones 
and Smith:l 
1. Try out new forms before having them printed. 
2. Whenever possible information should be grouped to facilitate 
later use ot the data. 
3. There should be a space on every form tor the date. It will 
be very important when referring to the form in the future to 
know when the information was true. 
4. Periodic visits to a good office supply shop will present 
opportunities for gaining new ideas. 
5. Colored stock should be used for eas,y and quick identification 
of forms. Colored index tabs will also increase efficiency in 
handling mate,rials. 
Another point stressed by Lloyd-Jones and Smith was the necessity of 
creating a favorable first impression in the user's mind.2 The attitude of 
the person completing the form depends in a large measure on its appeara~ce 
and determines the care with which it is completed. The form should be 
large enough to avoid a cr,amped look but must not be large enough to en-
courage too much detail where it is not needed. 
At the 1958 meeting of the American Association of Collegiate 
Registrars and Admissions Officers, "ten commandments" were advocated for 
1Esther MoD. Lloyd-Jones and Margaret Ruth Smith, A student Personnel 
Program ~Higher Education (New York: McGraw-Hill Book-Co., 1938) P• 274. 
2Ibid. 
-
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the form designer.1 Mention was made of' the tact that if' information is 
taken from another form or is to be used on a subsequent form, it should be 
in the same order to insure ease in enteriDg data. Stress was also laid on 
the fact that items should be free from ambiguity; that there should be 
consistency in the use of' abbreviations and specific terms; that entering 
data should be simplified whenever possible by the use of Check marks; and 
that if information is to be typed on the form, the spacing of the ·items 
should be adapted to the machines used in entering the data. 
In another report the necessity of having some means of identifying 
forms was stressed.2 The name of the school should be in a prominent place 
and there should be a descriptive title. This is not as important if the 
form is not expected to leave campus, but it was felt that it would be help-
f'ul to be able to identify the office from Which the fbrm originated. 
INSTRUCTIONS 
Some forms are self-explanatory but when there is some question, such 
as sections to be completed, approval to be received, destination of the 
form, etc., the for.m should include instructions.3 These should be at the 
top of the form so the student will see them before completing the form. In-
structions should be brief and concise. If there are steps to be followed, 
it would help to have each step numbered. Since the successful completion 
of the form may well depend on the instructions, it was felt that it would 
be a good idea to have them printed in color or in a different size type. 
lwagner, "Design and Use of Office Forms, 11 College ! ~·, P• 495. 
2AACRAO, Analysis ~ Des1gn 2.f. Office Forms, 1958, P• 10. 
3Ibid. 
-
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Arr:f method which will draw attention to the instructions and insure that 
they are read will be beneficial. 
CONTINUED USE OF FORMS 
In their book, A student Personnel Program~ Higher Education, 
Lloyd-Jones and Smith stress the importance of identif,ying a form by its 
number.l This is especially important if several different forms are usod 
and if another department is responsible for the printing of the forms. 
They felt that it might prove even more advantageous to follow the number 
with the date the form was designed or revised and the quantity printed. 
The purpose is two-fold. First, this system would aid one in planning for 
the necessary supplies and, secondly, it Should also tend to encourage re-
vision of forms. The,y should be re-evaluated and re-designed ·periodically 
with a view to determining the continued relevancy of information requested. 
It may become apparent that additional information is needed or that out-of-
date items should be eliminated. 
The Committee on Office Management and Practices has considered the 
question of the proper stock to be used.2 They stated that permanence, 
durability, writing and erasing qualities, as well as the manner in which 
the forms are to be stored, should be a guide in the choice of stock. The 
amount of handling and the method of filing should determine the weight and 
grade of the paper or card stock used. If the form is to be filed in a 
folder, a rather light weight paper should be chosen, but if it is necessary 
to file it upright in a drawer, it would have to be card stock. The,y 
lLloyd-Jones and Smith, P• 276. 
2AACRAO, Analysis ~Design~ Office Forms, 1958, P• 13. 
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emphasized the fact that in determining the size of the form, one must 
consider the size of the file-cabinet, notebook, folder, etc., in Which the 
form will be placed. 
The filing of information is, of course, of great importance. Kern, 
in his article dealing with the problem of old records, emphasized this 
fact.l He went one step further by asserting that unless records are 
properly filed, they might as well not be in existence. 
lD. w. Kern, "Oh' Those Old Records," Colle&e ~University, Vol. 
XXXII (Winter, 1957), P• 234. 
III. RESULTS OF THE STUDY 
III. RESULTS OF THE STUDY 
As stated before. a questionnaire was sent to a selected group of 
small New England colleges for the purpose of determining the similarities 
and differences in practices related to registrars' offices. A total of 
twenty-eight colleges were asked to complete the questionnaire. The follow-
ing table presents the results of the returns. 
TABLE 1 
RESULTS OF LETTER AND QUESTIONNAIRE SENT TO COLLEGES 
Results No. of Colleges 
Failed to acknowledge letter 4 
Refused to participate 1 
Incomplete reply--unable to use 1 
Completed and returned questionnaire 22 
Sent sample forms 20 
Percentage 
14.3 
3.2 
3.2 
78.6 
71.4 
Of the twenty-eight colleges contacted, complete returns were received 
from twenty-two or 78.6%. four or 14.3% failed to acknowledge the request, 
one refused to participate and one questionnaire was incomplete and thus 
could not be included in the study. Of the twenty-two colleges that com-
pleted the questionnaire. twenty of these sent sample forms which have been 
used in this study. 
Before surveying the information received. it should be recognized 
that in a small college the responsibilities of a particular office are not 
as closely defined as in a large college There is more overlapping of work • 
and each office or department is responsible for a variety of tasks, since 
13 
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there are fewer offices to carry on the total program. This fact will 
explain, at least in part, the reason for differences in office praotices. 
Each college has worked out the system which seems to be the most efficient 
in that particular situation. 
THE OFFICE OF THE REGISTRAR 
In addition to comparing individual schools, a comparison has been 
made on the basis or enrollment. In some areas the number enrolled seemed 
to have no importance and, therefore, is not mentioned. The colleges may be 
grouped according to enrollment in the following manner: 
Under 500 • • • • • • • • 5 colleges 
501-750 • • • • • • • • 6 
751.-1000 • • • • • • • • 7 
1001-1600 • • • • • • • • 4 
OFFICE PERSONNEL 
Table 2 indicates the number of people employed on a full-time and 
part-time basis in registrars' offices or the selected colleges compared 
with the enrollment or the schools. It is apparent from the table that the 
registrars' responsibilities vary greatly in these schools. Compare the 
personnel at Keene with that at Rhode Island College of Education. Although 
there is only a difference or one in the enrollment, Keene employs one full-
time person while Rhode Island College or Education employs five full-time 
people. Compare the enrollment at Rhode Island College of Education with 
that at Simmons. Each employs five full-time people yet the enrollment at 
Simmons more than doubles that at Rhode Island College or Education. An-
other interesting item is the fact that Bowdoin, with 800 students, has no 
full-time help for the Registrar and only one part-time person. 
Three or the registrars reported that the switchboard fell under their 
15 
TABLE 2 
PERSONNEL IN REGISTRARS' OFFICES, EXCLUSIVE OF 
REGISTRAR, COMPARED WITH ENROLLMENT 
College Enrollment Full-time Part-time 
Bates 860 1 1 
Bowdoin 800 •••• 1 
Clark 900 3 2 
Danbury State Teach. 593 1 1 
Eastern Nazarene 661 •••• 1 
Enlerson 430 l 2 
Emmanuel 756 2 5 
Fairfield 1039 1 l 
Fitchburg st.Teach. 710 1 1 
Keene Teachers 751 1 •••• 
Lesley 400 •••• 1 
Middlebury 1277 4 •••• 
Mount Holyoke 1375 3 2 
Newton Col.Sac.Heart 455 2 2 
Regis 665 3 •••• 
R.I.Col.of Ed. 750 5 • ••• 
Rivier 345a 1 •••• 
st. Anselm's 861 3 •• •• 
E't. Michael's 771 4 •••• 
Simmons l600b 5 •••• 
Wheaton 673 2 1 
Wheelock 405 1 •••• 
aHi~her Education listed the enrollment of Rivier as 380. 
bHigher Education listed the enrollment of Simmons as 1488. 
jurisdiction. One registrar reported that the switchboard was considered 
the information office and since the registrar's office is the center of 
information, it was felt that it was logical for the two offices to be 
closely related. 
It will be noted that a great deal of use has been made of part-time 
help, which in many cases is studeDt help. Part-time help also refers to 
seasonal help as well as to full-time personnel whose time is divided among 
16 
different offices. 
T.he data was further analyzed with respect to enrollment to determine 
it schools of varying populations showed differences in full•ttme and/or 
part-time employment practices. Table 3 shows the colleges broken down 
into enrollment groups as suggested on page 14. 
TABLE 3 
PERSONNEL IN REGISTRARS' OFFICES- AS IT IS 
EFFECTED BY THE SIZE OF THE COLLEGE 
Personnel Avg.No.per Group 
Enrollment 
Full-time Part-time Full-time Part-time 
Under 500 
345 1 0 
400 0 1 
405 1 0 1. 1. 
430 1 2 
455 2 2 
501-750 
593 1 1 
661 0 1 
665 3 0 
673 2 1 2. .6 
710 1 1 
750 6 0 
751-1000 
751 1 0 
756 2 0 
771 0 1 
800 0 1 2. 1.3 
860 1 1 
861 3 0 
900 3 2 
1001-1600 
1039 1 1 
1277 4 0 
1375 3 2 3.25 .75 
1600 5 0 
17 
It is interesting to note from Table 3 that the average number of 
full-time and part-time employees in the sDI.llest enrollment group (under 
500) is the same. onetull-time and one part-time person. The second enrol-
lment group (501-750) shows an increase in the average number of fUll-time 
employees to two while the average decreases to .6 in the case of part-time 
employees. The next group (751-1000) maintains an average of two full-time 
people but the difference is made up in the average number of part-time 
employees which increases to 1.3 ~eople. The largest group (lOOQ-1600) 
shows an increase in the average number of tull-time employees to 3.25 
people While the average number of part-time employees decreases to .75. 
SPECIFIC OFFICES HELD· BY REGISTRARS 
There are a number of offices that registrars hold by virtue of their 
position as registrar. Table 4 shows a list of five major offices and the 
number of registrars of the selected colleges holding these offices. 
TABLE 4 
NUMBER OF REGISTRARS HOLDING SPECIFIC OFFICES 
Office 
Director of Admissions 
Secretary of Faculty 
Veterans' Adviser 
Foreign student Adv. 
Editor of Catalog 
Number Holding 
Office 
8 
5 
7 
6 
5 
Number Not 
Holding Office 
14 
l? 
15 
16 
17 
It will be noted that in each office the number of negative replies 
far out-numberd the positive. While some of the smaller colleges have both 
a registrar and a director of admissions. only three of the colleges with 
18 
enrollments above 750 require that one person serve in both capacities. As 
'would be expected, the general tendency seems to be that the work is divided 
in the larger colleges. 
0£ the seventeen college catalogs not edited by the registrar, seven 
are edited by the dean, four by public relations or publicity, three by a 
faculty member, and three by the president or vice-president. 
Registrars are also expected to serve on various committees of the 
college. Following is a list of the committees mentioned by registrars in 
descending order of memberShipc 
Admissions 
Scholarship 
Administrative 
Curriculum 
Mentioned by one registrar only area 
Evaluation 
Board of Appeal 
Junior Year Abroad 
Registration 
Foreign student 
Academic standing 
Schedule 
Graduate Work 
Advanced Standing 
Instruction 
President's Council 
ROTC 
Educational Policy 
The number o£ committees on which the registrar serves varied from 
none to seven. There seemed to be no correlation between the number of 
committees and enrollment. The important factors are the amount of time 
involved in the committees, which we cannot determine, and the personnel in 
the registrar's office. Obviously, if a registrar's office is well staffed, 
he can devote more time to committee work. The registrar who is a member of 
seven committees has three full-time and two part-time employees. The one 
who is a member of aix committees has four full-time employees. 
FILES 
Every registrar is faced with the problem of what should be retained 
in the files and for how long. But befare considering this problem the 
19 
logical question to be asked is--where did the files originate? Naturally, 
the student• s first contact is with the admissions office and it is there 
that his file begins. Once he matriculates, however, his chief contact is 
with the registrar's office. Needless to say, the admissions file contains 
a great deal of pertinent information which could be utilized by the regis-
trar. In many colleges the admissions file is passed along to the registrar. 
In other cases the registrar handles admissions and so would have the file 
from the beginning. There are still other oases Where it is transferred to 
a general office or to the dean's office. Five schools reported that the 
files remained in the admissions office ~th little or no part of the file 
being transferred to the registrar. It would seem likely tba t addi tioll&l 
forms would have to be secured in order to give the registrar the intona-
tion necessary to best serve the student in his college experience. 
The problem of what should be retained after the student• s college 
experience has come to a close is one which is being reviewed by JlliiUly 
registrars. In this day of increasing enrollments, space utilization is a 
very important factor. Of course, this is thought of primarily in terms of 
crowded classrooms. But the natural outcome of crowded classrooms is 
bulging files. In order to overcome this problem many larger schools, where 
the problem has already becane acute, are advocating the micro-filming of 
records. An interesting fact noted in the survey of small New England 
colleges was that not one of the colleges has yet begun a program of micro-
filming records. However, fourteen of the colleges report that the files 
of graduates and withdrawals are stripped. In some cases this takes place 
as soon as the student leaves, while other schools indicate that the entire 
file is retained for a period of time after which it is stripped. Seven 
colleges reported that the entire file is kept indefinately but two of these 
20 
expressed the feeling that it should be stripped. 
It would seem likely that the size of the enrollment "WOuld have an 
effect on the practice of stripping the files. Yet two of the five schools 
that do not strip files are, according to enrollment, in the top half of the 
colleges surveyed. One factor having a definite effeot on the system of 
stripping files is the amount of storage space available in the various 
colleges. 
It ha.s been suggested that the following iteme should be micro-filmed 
or otherwise retained in the files: 1 
Application for admission 
College transcript~ 
Test results 
Summaries of disciplinary aotion 
Veterans papers 
Items to be disposed of include routine correspondence and reports of minor 
infractions of rules. 
REG !STRATI ON 
The registration period is usually a very trying one for everyone con-
cernede It would seem to be one of the objectives of a registrar to ease 
the burden on student and college personnel alike but without sacrificing 
the efficien~ of the process. 
PRE-REGISTRA.TION 
Some registrars have sought the answer in pre-registration while other 
have increased the amount of faculty help during the registration period. 
One of the most trying features of registration from the student's standpoin 
is the number of people he must contact during the process. Very often this 
1D. W. Kern, "Ohl Those Old Records," College~ University, 
Vol. XXXII (Winter, 1957), P• 236. 
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means waiting in line several times before his registration is complete. 
Table 5 is set up to show which of the schools pre-register, which have tao-
ulty participation in registration, the number of days required for registra-
tion, and the number of contacts a student must •ke during the process of 
registration in each school. 
TABLE 5 
PRE-REGISTRATION AND FACULTY PARTICIPATION IN REGISTRATION COMPARED 
WITH THE N'UMBER OF DAYS AND NUMBER OF CONTACTS IN REGISTRATION 
College Pre- Faculty Number Number Registration Participation of Days of Contacts 
Bates yes yes 10 1 
Bowdoin yes some 1-3 2-5 
Clark no yes l l-6 
Danbury yes yes 2 l-3 
Eastern Naz. yes some l-2 4 
Emerson yes yes 3 3 
Emmanuel yes no 3 l 
Fairfield yes yes 3a 4 
Fitchburg no yes l-2 3-4 
Keene no yes l b 
Lesley no yes 1-3 b 
Middlebury yes yes 10 5-7 
Mount Holyoke yes no b l 
Newton yes some b 3 
Regis yes yes l 5 
R.I.Col.of Ed. no yes l 2-3 
Rivier yes some 5 4 
st. Anselm's yes yes 4 4-5 
st. ~ichael' s yes yes 2 3•5 
Simmons yes yes 3 2 
Wheaton yes yes 100 2 
Wheelock no no 3 2 
'-Mornings only 
binrormation not given 
°Classes continue during registration period 
It is interesting to note that of the six schools who do not pre-
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register at all, five of them are schools of education Whose curriculum is 
more or less pre-determined. With one exception, schools that do not pre• 
register do have faculty participation. Another interesting fact revealed 
by Table 5 is that Mount Holyoke, which has an enrollment of 1375, requires 
no facult.y participation and registration is completed with only one contact. 
The number of days it takes for registration was not given. 
The surve.y also revealed that only one school pre-registered all 
students by mail during the summer. Two other schools pre-register only 
freshmen by mail. One other sChool anticipates pre-registering all new 
students by mail. 
The size of enrollment does not seem to be a significant factor. One 
reason may be that each institution has its own system of registration. To 
some it is merely "signing in;" to others it means election of courses, still 
others refer to registration as a time when the students confirm their pre• 
registration. 
REGISTRATION FORMS 
The forms used for registration differ from one college to another in 
several ways. First of all, the information requested varies, depending on 
the use to which it will be put. In some colleges information is requested 
at registration time which will be used by various offices of the college, 
e.g. placement office, alumni office, dormitory supervisor, etc. other 
schools may obtain the information in another way and at another time. To 
illustrate this point, Simmons College gives its students eleven forms to 
complete. They are as follows: 
Registration oard for Registrar 
Class permit cards 
Student Activities card 
, 
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Three schedule cards 
For Registrar 
For Switchboard Operator (Information Center) 
Third card not specified 
Two Geographical Director,y cards 
For Registrar 
For Publicity Office 
Bursar' s card 
Religious Registration card (optional) 
Summer Work Questionnaire for Placement Office 
In contrast to this, Rhode Island College of Education requires that its 
students complete four forms--one registration card and three program cards. 
The offices to which the program cards go are not specified but we can 
assume that one of them goes to the registrar. This means that only two 
offices, beside the registrar's office, depend on registration for the 
gathering of information. 
The forms also vary in size even within the same college. This is no 
doubt determined by the amount of inforllVltion needed am the filing cabinets 
in which the,y are to be housed. Some colleges have individual cards for 
each form while others print more than one form on a card and have the card 
out after the student has completed the forms. One school has four program 
cards and eiglit class cards on one large perforated card. 
Two of the schools surveyed had statements on their registration cards 
to the effect that by registering a student was indicating his willingness 
to observe all the regulations of the school. In fact, one school required 
that the student sign such an agroeJMnt. 
The in:f\)rmation which would seem to be necessary on the registration 
cards of the majority of schools includes: 
Student's name 
Home address and telephone 
School address and telephone 
Parent' s name 
Parent's address 
Semester and year 
, 
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Major 
Schedule of courses 
Department and course number 
Time of course 
Credit hours 
Class 
Marital status 
Veteran status 
Male or female 
As has been said• the information requested on registration forms 
depends on the use to which the forms will be put. The following informs.-
tion is considered essential to some schools but not to others: 
Date of registration 
Date of birth 
Place of birth 
Date degree expected 
Father's occupation 
Name and address of home newspaper 
Previous school or college 
Church 
Citizenship 
Type of visa 
Clubs and organizations 
Race 
Work schedule 
Name and address of empla,yer 
Title of courses 
Instructors' names 
It should be mentioned that in most cases a student would have to 
repeat some of the information. For example the student's DAme would have 
to appear on every form. The students in one of the schools surveyed are 
required to write their names seventeen times as well as once on every class 
card, -.king a possible total of twen't?f-one to twenty-three times. This, 
however, is a bit unusual. The average number of times a student must write 
his name is four to five times, excluding class cards. 
The following sample registration forms have been selected to show 
the variety of types of forms. 
, 
BATES COLLEGE 
JUNIOR 
REGISTRATION CARD 
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, Class of, _ _____ _ Date. ____________ _ 
Name 
Time 
Name ____ ~F~i~rs_t _____________ 7M~i~dd~l~e--------------~L~a-s_t _______ , Name 
, Home Address ------- --;;c---:--..,.---:7-----o-------------
street and Number 
City and State 
COURSES OF STUDY Hours 
Exam 
Catalo& of 
Department Latter 
Number Credit 
·---
. 
' 
-----
------ -----
·-
-----
------
-----
-----
----- -----
•' 
-----
Course 
' ~------------~-------------------------iTime 
' 
· Name 
iCourse 
' 
' Time 
Name 
.Course 
Time 
I... -~~~~- -~------~~---
: Name 
• Course 
' 
' : ~T~im __ e ____________________________________ _ 
' Name 
: Course 
Approved by __________ -,-;,--,--------for ____ .hours 
Adviser Time 
Daeree _____________________ _ 
Major _____________________ _ Course 
Time 
Form 1. • Registration Card with Class Cards (Bates) 
PRINT Name 
Last name First name 
Home 
address 
No. Street Citv or town 
Local 
address 
No. Street City or town 
If not in a Simmons house, with whom do you live? 
i 
Are you a college graduate? 
Middle name 
Postal zone 
Postal zone 
If married, husband's name 
Telephone 
number 
State 
House or hall 
Degree 
Telephone 
number 
1958 -1959 
Year 
Have you registered at Simmons College before? 
College 
Dates Are you studying under a Veterans Bill? 
Place of birth 
Religious preference 
Name of father 
(even if deceased) 
Address 
(if living) 
No. 
Name of mother 
First name 
Street 
First name 
Address 
No. Street 
Are you a citizen of U.S. 0 
Other 0 
Date of birth 
Month 
If foreign, state country 
Name of guardian 
if father is dead 
Middle name Last name 
Address 
City or town State 
Middle name 
Day Year 
Type of visa 
First name Middle name 
Is she living? 
I 
Last name 
To whom should reports and term bills be sent? 
City or town State 
Last name 
It is assumed that every student in Simmons College will consider herself a responsible member of the community, that she will subor-
dinate personal interests to the general good, and that she will direct her best effort toward maintaining throughout the student body a high 
standard of honor and of loyalty. 
It is assumed in particular that every student will exercise scrupulous honesty in neither giving nor receiving aid in any work in which 
independent effort is expected. 
The act of registration is an agreement to accept these principles. 
Form 318-1()()(}-JC M-4-58 SIMMONS COLLEGE 
Form 2. - Registration Card (Simmons) 
t\) 
0) 
\ 
(Last Name) 
(Dept. Name) 
e.g. Am. Lit. 
CLASS CARD 
(First Name) 
(Subject No.) 
e.g. 21.1 
rMiddle Initial) 
(Section) 
e.g. A 
DIRECTIONS TO STUDENTS 
Student will fill out one Class Card and Roll Report Card 
for each subject taken and return BOTH without detaching 
to Registrar before attending first class. USE INK. 
(Class) 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
(Last Name) (First Name) (Middle Initial} (Class) 
__ I __ 
(Dept. Name) 
e.g. Am. Lit. 
(Subject No.) 
e.g. 21.1 
INSTRUCTOR'S 
ROLL REPORT TO REGISTRAR 
(Section) 
e.g. A 
This Card to be retained by Instructor as a Roll Report of 
those attending class and returned at mid-year to Registrar 
with grade. In the case of year courses card should be re-
turned with mid-year grade and again at end of year with 
final grade. Class Rolls will be made up from these cards 
EXCLUSIVELY. 
(Date Entered Class) (Instructor's Signature) 
Form 3. - Class Card (Jliddlebury) 
Mid-year Grade 
In Year Course 
Final Grade 
Make-up Grade 
Date when deficient work 
was made up 
N 
""' 
1 
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v v v \...- u L "'-" 0 ' '-' L-..... -' \..;' 
. 2 1 7 4 2 1 7 4 2 1 7 4 2 1 ~ UNO. GRAD. SPEC . TH vJG HUNDS TENS UNITS 
PRINT 
IN 
PENCIL 
USE 
PRESSURE 
-
J36214X 
-
NAME CODE .. .............. , 
NAME LEAVE DATE 0 SPEC. 
BLANK 
0 GRAD. 
0 UNDER· 
LAST FIRST !NIT. W/#/.!1 GRAD. 
DEPT. I COURSE lCOURSE TITLE (ABBREVIATE) NO. 
STUDENT: DO NOT WRITE BELOW I 
INSTRUCTOR: RETAIN FOR CLASS LIST 
CLASS CARD CLARK UNIVERSITY 
I z n 
'- '--
Home 
Address: 
'ON 3S~no::> Hl NOI.L::>3S 
v 
L II 
z J. v ~I I H z 8 a I z v " ~ v ::> -~ . .__, 0 ~ '-" '-' '-" '-' ......., ·-./ _) .J 
Form 4e - Class Card (Clark) 
Geographical Directory 
MIDDLEBURY COLLEGE 
State ............................................................................................................ . 
..... ...... ······ .. ····;~···· .......................................................................................................... . 
Town No. Street 
Distance from Middlebury: 
County 
Under 100 miles ..................... 100-200 ........................ over 200 miles ............ .......... .. 
Name of 
Student ........................................................................................................................ . 
Last Name First Name Middle Initial Class 
Date ........................................................... . 
Form s. - Geographical Directory (Middlebury) 
' 
REGISTRAR'S 
OFFICE 
BUSINESS 
OFFICE 
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----~ 
IMPORT ANTI PLEASE READ CAREFULLY 
This slip is your class schedule for this semester. Class attendance 
is required in accordance with the regulations posted in the halls. 
For your convenience in arranging your study schedule, Schedule 
Cards are available at the Office of the Dean of the College. Follow the 
instructions in making out this schedule and then live by your schedule 
(or revise your schedule-but still live by it!) and you will have a 
successful semester. 
If you wish to change or revise your Registration for any reason 
you must do so formally by going to the Registrar's Office, filling out 
the proper form, and following the instructions printed on it. There is 
a $2.00 charge for every change in Registration. 
IMPORTANT DAYS AND HOURS 
SUNDAY 
Sunday School 10:00 A.M. 
Morning Worship 11:00 A.M. 
N.Y. P. S. 6:30 P.M. 
Evening Service 7:30 P.M. 
WEDNESDAY 
Midweek Service 7:00 P.M. 
FRIDAY 
Prayer Hour 10:30 A.M. 
Program (usually) 8:00P.M. 
7:30 A.M.-5:30P.M. LIBRARY 
Mon.-Fri. HOURS 
9:00 A.M.-5:30P.M. Sat. 
7:00 P.M.-10:00 P.M. 
Mon., Tu., Th., Sat. 
8:00 P.M.-10:00 P.M. Wed. 
10:30 A.M. CHAPEL 
Monday 
Tuesday 
Wednesday 
The college assumes no responsibility for loss of personal property by fire. 
When you registered you agreed to observe all regulations of the college and to 
pay all prescribed fees and financial obligations before taking any final examinations. 
Form s. - Registration Booklet (E!Lstern Nazarene) 
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f------------------ --------------------------
SEMESTER 
STUDENT'S NAME LESLEY COLLEGE 
CLASS YEAR 
9:00 10:05 11:10 1:30 2:35 3:40 
-
' MoN. 
._-
·•:""J·>.·w· ) 
TUES • 
. 
' WED. 
THUR. 
FRI. 
SMITH BUSINESS FORMS, WIN THROP MASSACHUSETTS 
Form 7 • - studeut Program Packet (Lesley) 
• 
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FORMS AND RELATED PROCESSES 
CHANGE OF COURSE FORM 
The greatest difference in the change of course seems to be in the fee 
II charged to the student to take care of the changes that must be nade when a 
course is added or dropped. Some schools apparently charge no fee at all. 
The average fee is $1.00. One school, which registers in April for the 
following semester, charges $2.00 for any change made before September 1 and 
$5.00 for each change after that time. 
II The first sample form selected is Middlebury's, which is a simple 
three-section perforated card, asking for a minimum of information. A more 
detailed form is that used by •stern Nazarene, l'thioh is completed in 
duplicate and requires the signtltures of four different people. This form 
requests the number of hours the student is enrolled in after the change has 
been made. A1 though this information is not commonly requested, one can see 
where it would be very helpful to the business manager in adjusting the 
tuition. 
A sample of Mount Holyoke's form is being included to show the 
various ways in which it can be used. Not only does it take care of adding 
or dropping a course but it can also be used for a. variety of things regard-
ing courses, from auditing to changing one's major. 
A change of course fo~ should include: 
Instructions 
student's name 
Date of filing form 
Course dropped or added (Department, Course Number, Section) 
Signature of approval 
the following information might also prove helpful: 
Signature of instructor and remarks 
Grade when necessary 
Reason for change 
Days and hour of course 
Credit hours of course 
Major 
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II 
·----
( 
p 
Course Dropped ............................................................................................ I Dropped .......................................... I Dropped 
• N arne ...................................................................... Class ............................ I Name .............................................. I Name 
I I I 
~ 
~ 
Course Added ................................................................................................ I Added .............................................. I Added 
Adviser's Signature 
I I 
I I 
Instructor's Form I Dean's Form 
Form 8. - Change of Course (Middlebury) 
---
-
-
-
. 
. I CHANGE OF 
Date __ __ ___ ____ _________ ________ tg ___ _ _ SCHEDULE 
Last Name ---------------- --------- ---------------------------------------------- I 
First Initial 
FORM 
-t COURSE NO. J 
I I DROP 
TAKE 
UP 
COUNSELOR _________________ ______________ _ 
DEAN or 
ASS'T DEAN __________ _________ _____ __ _____ __ 
BUSINESS OFFICE.. .................... .. 
REGISTRAR ---------- -----· -- ----- -- ---- -- --
BUSINESS OFFICE.. ...................... I 
REGISTRAR 
COURSE TITLE (IN FULL! DAYS 
~ 
NOTE: 1. This change is not official and no financial adjustments 
will be made until and unless ALL signatures are se-
cured within the time specified for such transactions 
in the college catalogue. 
2. There is a $2.00 cash fee for every change in 
schedule after registration. 
2. There is a $2.00 cash fee for every change in 
schedule after registration. 
Form 9. - Change ot Schedule (Eastern Nazarene) 
INSTRUCTOR'S SIG. I tiOURS 
This student is now 
registered for 
hours 
hours 
(Ill 
~ 
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Thw application, properly signed, should be returned to the Office of the Registrar. The change of plan. does 
not become effective until the student receives cards of permission from the Registrar. 
MOUNT HOLYOKE COLLEGE 
Request Blank 
Requests for changes in the first semester schedule received after August 15, and in the second semester schedule after the posted date 
in the winter term will be subject to a fee of two dollars. The fee should be attached to this form when it is presented. 
Name ......... ·--·-····-······-···-· .. ·-··---····----·--···-··-........ ----·--·-····-·-·-- Class of 19 ......... .. 
I hereby make the following request: 
1. To drop without credit courses listed below and/or 
Department Course Credit Hours No. 1st Sem. 2d Sem. 
- ---
---
---
-
2. To enter ..... --:-.--........................... - ................ _ .......... without the stated prerequisite. 
3. To enter--·-----··-·· .. -·······.for which a special permission is required. 
4. To defer requirements in ..................................................... - .............................. - ........ _ .. 
To enter courses listed below: 
Department Course Credit Hours No. 1st Sem. 2dSem. 
---
---
-
t Approved by ....................... - ... - .. - ........................ ____ .................. . 
chairman, dept. concerned 
t Approved by .......................................................... - .................. _ 
chairman, dept. concerned 
(or instructor, if so specified) 
5. To enter ................................ - ..................................... after first meeting of the class. t Approved by ...................................... _ ........ - .............................. _ 
instructor 
6. To drop .. - ................ - .................... - ......................................... after beginning the course. t Approved by ............................................................................... _._ 
instructor 
7. To audit. ............................................................ - ............................................................. -·-··- t Approved by ................................... _ ............................... _ .... --. 
instructor 
8. To carry more than 16 hours. ............................... ........................................................ .. ...................... t Approved by {------··-·····-fi;;t~~~~---------· 
---·---physicia,;--·------
- ------· chai~~·-· ·--·--·---· 
9. To change my major from ................................................... to........................................................ t Approved by . .............. _,,, ..................................... -........... -......... _ .. _ .. . 
chairman 
Academic Dean 
10. Other requests: 
Reasons for above request: 
tlf not approved, please indicate, and state r easons on reverse side of this sheet. 
Form 20. iM.P.Co. 7-57-5M Form 10 
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GRADE REPORTS 
All of the schools reported that studems were advised of 8.'!1:y low 
mid-term marks. In some schools the report came directly from the registrar 
jto the student While in other schools the dean or the adviser contacted the 
student. But in aey case there was 100% agreement on a counseling program 
to help students with low mid-term marks. The usual procedure is that the 
registrar notifies both student and adviser and then the adviser arranges 
I for an interview with his advisee. 
II On the question of whether or not the parent should be notified when a 
student has received low mid-term grades, there was some difference of opin-
ion. The following tabulation gives the results of the survey on this 
subject. 
TABLE 6 
ACTION OF SCHOOLS REGARDING NOTIFYING PARENTS 
OF STUDENTS' LOW MID-TERM GRADES 
Action Schools 
Notify parents in every case • • • • • • • • • • • 10 
Do not notify parents • • • . • • • • • • • • • • 4 
Notify parents in case of failure only • • • • • • 1 
Notify parents in case of freShmen only • • • • • 1 
Notify parents in special cases only& • • • • • • 4 
No comment . . • . • • • • • • • • • • • • • • • • 2 
&Those under a certain age, those requested by parents, those of 
single students, non-veterans. 
Table 6 indicates that ten of the twenty-two colleges in the survey 
notify parents of students' low mid-term grades while only four colleges do 
not notify parents. Six of the schools notify parems of students in par-
tioular circumstance8 as noted above. Two colleges failed to indicate their 
usual procedure in this regard. 
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The forms used for reporting grades to the registrar varied from an 
ai by 11 sheet of paper on which the professor typed names and grades, to a 
form 12 by 22 on which all of the students' names were printed together with 
instructions for reporting grades. A good feature of this particular grade 
sheet is the request for the professor to indicate the distribution of 
grades in the course. other colleges have included a recommended distribu-
tion. It would seem to be a good idea to include both, thus drawing the 
professor's attention to the ideal as well as to what actually happened. 
A sample of Clark's grade sheet is included in this study because of 
its thorough instructions and its method of reporting absences. By placing 
the number of absences next to the mid-semester and semester grades, one ean 
see the relationship between absences and grades. 
A few schools ask for a breakdown of grades, i.e., class mark, ~-
ination mark, and term average; or mid-semester grade, second-half of 
semester grade, final examination, and average. 
Simmons requires not only the signature of the instructor but that of 
the department head. This procedure would seem to encourage a more closely 
knit department as the supervision would tend to keep each instructor in 
line with the rest of the department. 
The necessary information on a grade sheet is as follows: 
Course 
Period ending 
Instructor 
students' names 
Grades 
Credit 
Some schools include the following: 
Date grades are due 
Day and hour of course 
Actual grade distribution 
Recommended grade distribution 
Absences 
--
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CLARK UNIVERSITY- REPORT SHEET 
Instructor············------- ----- _________ -------··- ............... .. ___ ...... ···----·-·· Course ......................... ______________ _ For Semester Ending ............................................. . 
GRADE No. Absences GRADE No. Absences 
CLASS LIST Mid. 
Sem. Sem. 
Mid. 
Sem. Sem. 
CLASS LIST Mid. 
Sem. Sem. 
Mid. 
Sem. Sem. 
==============~===--=-=========·=~====P====+====~==-=-~==#=================-=-======,==========-+====4==-===F-=o==F=~-= 
26 
27 
-":_;_ ___ -----,. _____________ 0 ____ --+--o--j-o-- f----+--lt-28 
-. 
29 
--
1---
I 
_..:.:__ __________________ -+--- c--0·--+---+---
~-------------------0----------r---~----~---+--~r-----------
30 00_0 __ 1----T- 1-----r--
31 00 
---
32 ~--------------------------------~----f--o-~-----~---tr-
33 
---- --·--
j--o 
I 34 
I 35 t . ~ ! --r--~--~6 -- _0___ ---~-~ II 
-""-----------t----t-----T-+- -- ---j I 
i ~-+- }7 ____ 0__ -----------1 ~ I I -=-------------------;-----1---~ I I '~--------------------- : i_l __ 
I i ! I 39 i I 
I 
I 
I 
--------------- ---:--r--r---~ -4~ --------- 1 , 
.~ I ! ! ----fj--+--r---
-- t -+-1~ :~------ . : ! 
~~-------------
--'------------------------------~--r+-r--~--------------- I 
~--------=---------~- -t -=t-J __ ,_: _______ o-----0--=--+-f------r-tr---'-------- -----+--~-----r' --+- r4S --t ----'--"---------- --+---~-----+- ~---------
.-----------------------------------f-----0 0----l _47 _________________ ~----------------+-----f-----+----+----
~~-----------------------------~---f-o-----+----r---1~~~------------------------------~~--~l------l-----l-----
l 
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I so 
INSTRUCTIONS PLEASE SIGN AND DATE THE REPORT AT THE END OF YOUR LIST. 
1. If class list is not correct, report the facts to the Registrar at once. Unauthorized changes cause confusion in office records. 
2. Faculty regulations require grades A, B, C, or D for all undergraduates "passing" and F for those "failing", and encourage additional designations of plus 
and minus. The average distribution of grades as recommended is A, lOo/o; B, 28'}0; C, 41 o/a; D-F, 21 o/o. 
3. Only qualified undergraduates are admitted to classes for ,. Advanced Undergraduates and Graduate Students". In such cases the class should be 
reported as a unit, with grades for all students. 
4. In reporting classes "Primarily for Graduate Students", either of two methods of grading are used at the discretion of individual departments. P: Pass; 
U: Unsatisfactory or A, B, C, D, (including pluses and minuses), F. A grade of A, B, C, D, or F is to be reported for any undergraduate in such a course. 
5. Supplementary notes may be added on the back of this sheet whenever they will be helpful in interpreting a student's record. 
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With regard to final grades and report cards, Simmons is the only 
eolle ge that does not issue report cards at the end of every semester. Their.l 
practice is to issue them every spring, shoWing the record for both semester o 
They designate one day in February when students are permitted to look at 
their first semester's record. 
II The question of the final grade report recipient was investigated. 
Table 7 indicates the practice of the schools with regard to the distribu-
tion of final grade reports. 
TABLE 7 
TABULATION OF FINAL GRADE REPORT RECIPIENTS 
Recipients Number of Schools 
Students and Parents • • • • • • • • • • • • • • • • • • • 6 
Students only • • • • • • • • • • • • • • • • • • • • • • 4 
Parents only • • • • • • • • • • • • • • • • • • • • • o • 5 
Depends on age, marital status • • • • • • • • • • • • •• 5 
Parents of students on probation • • • • • • • • • • • • • 2 
It will be noted that six of the schools send reports to both students 
and parents, tour schools send them to students only and five send to 
parents only. The remaining seven schools determine which should be the 
recepient by the age, marital status, or academic standing of the student. 
One registrar reported that a letter with a return post card was sent to the 
parents, giving them the opportunity of requesting grade reports. All those 
who returned the card were sent the report, which was also given to the 
student. It would seem safe to assume that every school would comply with 
the request of a parent for the final grade report but not every school 
would so encourage the request. It was found that some schools meet this 
problem by sending the reports to parents until students reach a certain age 
or class, at which time they are sent to the students. Fitchburg State 
40 
Teachers College sends final reports to the parents of' freshmen and sopho-
mores and to students themselves when they become juniors and seniors. Some 
schools indicate that a student's marital status is also taken into consid-
eration. 
A study of' the grade report forms submitted indicated that necessary 
information on a grade report includes: 
Title of' form 
student' s name 
Date semester ends 
Catalog number of' course 
Descriptive title of' course 
Grade 
Credit hours 
Grade points 
System of grading 
Some schools have found it helpful to include: 
Date report is sent 
Record of' absences 
Fee for duplicates 
Explanation of' low grades. incompletes. failures, probation. etc. 
Previous deficiencies 
Registrar's signature 
Remarks 
Three sample report cards have been chosen for specific reasons. 
Fairfield University used a card Which causes the registrar a minimum of' 
work. The student fills in the course numbers, presumably at registration. 
He then fills in his name and address in 1ile proper space for a window en-
velope. The registrar simply fills in the grades. He does not even have 
the trouble of' addressing an envelope. 
Keene's grade report is included to show the detailed explanation of' 
the grading system. Several colleges include an explanation of' the grading 
~stem, bub not all as complete as Keene's. 
Lesley's grade report has the subjects and credit hours printed on the 
form. This system can be used to advantage at Lesley since all students 
t I 
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major in Early Childhood and Elementary Education. Lesley's report also 
includes the number 0f excused and non-excused absences for each course. 
. 
~ 
FAIRFIELD UNIVERSITY 
FAIRFIELD, CONNECTICUT 
REPORT CARD 
PRINT NAME AND ADDRESS IN SPACE BELOW 
I 
L 
( 
If? 
List all courses which you will take this semester 
COURSE NO. GRADES 
t 
I 
_j 
Form 12. - Report Card (Fairfield) 
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--------
KEENE TEACI-tERS COLLEGE 
Keene, New Hampshire 
GRADE REPORT 
Name 
Year ............................. . Semester ................... . 
Subject Grade Sem. Hrs. Credit 
' 
' 
•' 
Present grading system: 
Superior work A 4 quality points per credit 
Above average work B 3 quality points per credit 
Average work c 2 quality points per credit 
Below average, but passing work 0 1 quality point per credit 
Failure in a coune 0 quality points per credit 
Incomplete work Inc. 0 quality points per credit 
A grade of incomplete may be given when a student is doing satisfactory work, but has not 
completed satisfactorily some particular part of the course before the end of the course period. If an 
"incomp_le:t~" is not made up within the following semester, the grade becomes an F. 
A student's numerical grade-point average is computed by dividing the total number of quality 
points earned by the number of semester hours carried. Courses failed are counted in figuring the 
average. All failures in required courses should be made up by repeating the courses during the year 
following the failure. Seniors must have a cumulative grade point average of 2.00 in order to graduate . 
During his first semester a freshman ·· is on scholastic probation if his grade point average is below 1.4. 
At any other time a student is on scholastic probation if his grade point average is below 1.7. 
For.m 13. - Grade Report (Keene) 
LESLEY COLLEGE 
CAMBRIDGE. MASSACHUSETTS 
Report of ___ ~------------------ For ________ , ______________ __ 
Title of Course 
Art Fundamentals 
Music Fundamentals 
Child Study 
Orientation to Education 
English Fundamentals 
Speech 
Mathematics 
Biology 
Health 
Physical Education 
Sem. Hrs. Cr. 
l 
2 
3 
l 
2 
2 
2 
2 
2 
% 
Grade No. of Abunceo 
~Non Ex. 
General Psychology 2 
Mental Hygl. ene -------------::2::-------------1=\ = World Backgrounds I 3 
Grading System: A. 90-100%; B, 80-89%; C, 70-79%; D, 60-69%; F, below 60,%; no credit 
Form 14. - Grade Report (Lesley-) 
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CHOICE OF MAJOR 
The survey revealed that the current trend seems to be to let the 
students attend college tor a period of time betare declaring a major. Only 
three of the colleges indio&ted that the student was expected to choose a 
~jor upon entering. Nine of the schools allow students to attend for a 
year before finalizing on a major. A selection must be made in these par-
tioular schools either at the end of the fresnman year or upon registering 
tor the sophomore year. The students in seven ot the schools are not re-
quired to choose a major until during their junior year. in some oases as 
late as the end of the junior year. 
Only seven of the twen~-two schools reported that a choice of major 
for;m is kept for each student. The other fifteen schools do not keep a form, 
as such. but refer to the registration card or the tour-year program card 
for the information. One registrar stated tha.t every time a student comes 
into the office he is asked what his major is and any change is noted on his 
file. Another registrar declared that so many changes are made that it is 
often difficult to determine what a student's major really is• 
Of the tor;ms submitted for comparison. Clark Universi~' s form serves 
as a. good example because of its directness and simplicity. It is very 
brief and yet it contains all of the necessar,y information such as: 
Date of choice 
Student' s name 
Major chosen 
Signature of one approving choice 
Some schools have tbund it helpful to includes 
Instructions 
List of majors to choose from 
Degrees granted for each major 
Minor field 
.Space for ex>mme:at s 
-
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DATE 
------~~~~~~-
To the Gen~ral Office: 
J have elected to ~jor in the field Qf 
Check one: 
I would like to have as ay ~dvjser : 
Professor 
--------~~--~----~~~~~~~~ (Signature of Advis~r) 
I have po preference. Please assign ·~ an 
adviser. 
SIGNED: ----------------------~-----
Form 15. - Choioe of Major (Clark) 
! 
r 
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WITHDRAWALS 
In reply to the question regarding withdrawals, fourteen of the schools 
indicated that a withdrawal form is required. Two girls' schools not only 
I require a form but insist upon a letter from the parents acknowledging the 
withdrawal before it becomes final. This, of course, relieves the school of 
responsibility and assures the school of the parents' knowledge of the 
student's action. Of the fourteen schools requiring a w.t thdrawal, only four 
impose any kind of penal~ for failure to comply with the regulation. These 
I penal ties include F grades, marking the transcript "not in good standing" or 
"unofficial wi thdrawe.l," and loss of refund. In one case the registrar 
stated that there was no penal~ at the time of withdrawal. However, should 
the student apply for re-admission, his failure to withdraw properly would 
be a factor in considering his eligibili~ for re-admission. Some of the 
I schools not requiring a form state that the student is expected to inform 
the dean or registrar verbally or to write a letter notif.ying the college of 
his intention to withdraw. 
II In reviewing the withdrawal forms submitted and the procedures out-
lined, it was found that there were great extremes. On one hand the 
student's only responsibili~ was to give verbal notification to one person. 
At the other extreme, the student is required to complete a one and one-half 
page form and personally secure the signatures of seven people as well as 
the signatures of his instructors. 
A withdrawal for.m should contain the following information: 
Instructions 
Name of student 
Date of withdrawal 
Reason for withdrawal 
Approval signature( s) 
·-
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Some schools have found it helpful to include: 
Forwarding address 
Adviser's remarks 
Statement to the effect that books have been returned and bills paid 
The persons to be notified of the withdrawal differ fro.m school to school 
but in general include: 
Dean 
Registrar 
Business Manager 
Adviser 
Dormitory supervisor (Dean of Men or Women) 
Instructors 
Parents 
Two sample forms have been selected, one for its simplicity and one 
for its complexity. 
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RHODE ISLAND COLLEGE OF EDUCATION 
WITHDRAWAL 
Name ........................................................................ Class ......................... ..... ....... . 
Address .................................................................................................................... . 
Street 
.................................................................................................................................. 
City or Town State 
REASON 
···················································································································· 
Date ...................................................... .. 
Form 16. -Withdrawal (Rhode Island College of Education) 
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rr stiiO:ent did not take respcnSibi!lty for his ·o~m c".esrnnce, please indicate above 
this line,. 
Directiono: 
lo Student will hand~carry f'onn to the perst"ns listed in paragraph 4o 
2o St,udent will complete paragraph !5 on reverse side 
3. Student will return the completed for:n to tho De<ln of (Women) (Men) o 
m.NBtmY STATE 'I'EACHF.Rfi COLlEGE 
STODEllT SEPARATION CLK~~'CE lt'ffiM 
2. I have conU;cted the Dean of (Women) (Men) 
-------------------------------------
.3o The last day I attended class was: 
Daf.O Course -Instructor's Signature 
4o I have paid all outstanding Oblig~tiona; I have no books nor ~~torials from the 
library or other som~cea; and I have personally checked with ey im;tructors and 
other persons as noted below: 
Subject Instructor Signature 
a. Registrar 
-----------------------
e. Library 
-------------------------
b, Advisor 
-----------------------
Fo Housing 
-----------------------
Co Business Office 
-------
g., Other 
---
do Office of Coordination (in case of J1~. or Snso) 
-------------------------------
(OVER) 
Form 17 . 
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PERMANENT RECORD CARD 
The permanent record card is perhaps the most important form used by 
the registrar. On it will be found more information than will be found in 
any other place. It is also important because a reproduction of the face of 
this card general~ serves as a transcript of the student's record. For this 
reason, all the information required by other schools should appear on the 
face of the card while additional information can be placed on the back. 
Although pernanent record cards vary a great deal, there are six 
groups of information that are essential for the face of the card in additiot 
to the title of the form. They are as follows: 
Student's name 
Address 
Birthdate 
Date admitted 
Colleges attended 
Advanced standing 
Number of credits 
Catalog number 
Descriptive title of course 
Grade 
Credits 
Grade Points 
High School 
Address 
Entrance units 
Degree 
Date conferred 
Major 
Wi thdrawe.l date 
Grading system 
Graduation requirements 
Statement regarding 
honorable dismissal 
Registrar's signature 
Other items which might appear on the face of the card are: 
Entrance condition and date removed 
Rank in class 
Average each year 
Absences from class 
Cause of withdrawal 
Information which some schools have found helpful on the back of the per-
manent record card includes: 
Parent's name and occupation 
student's place of birth 
Religion 
Citizenship 
Test scores 
Student's grade distribution 
Boston University 
School of Education 
Library 
Record of warnings 
Extra-curricular activities 
Offices held 
College adviser 
Financial aid 
Summary of personal comments 
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Since there is a great deal of difference in permanent record cards~ 
four different forms are being used to illustrate particular points. 
Fairfield University has its permanent record form printed on trans-
lucent paper because of their method of reproducing transcripts. Special 
notice l!hould be taken of the fact that the hours passed and failed are 
placed in separate columns. This aids the registrar in totaling failures 
and averaging grades. The information below the heavy black line is not 
reproduced when a transcript is being issued. 
Rhode Island College of Education uses a folded card designed by 
Remington Rand to meet the specific needs of the College. On the outside 
of the card. which would not be reproduced. is information concerning the 
student's practice teaching situation as well as his teaching appointment. 
There is also a record of the student's extra-curricular activities and 
after-school empla,yment. A picture of the student is placed on the card for 
identification purposes. 
The Wheelock perns.nent record is printed on high quality paper. There 
are two features to be especially noticed. The first is with regard to 
advanced standing. Wheelock's form was the only one submitted that not only 
I gave the amount of transfer credit granted but the balance required for 
graduation. The second feature is the summary at the bottom of the page 
Showing the student's average and standing each semester in relation to the 
number of students. 
Mount Holyoke's card was chosen promarily to show the information 
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recorded on the back of the card. 
There are many different machines on the market for reproducing 
material. Therefore. it is not surprising that the schools contacted indi-
I cated a variety of methods of reproducing transcripts. Tile following 
tabulation shows the methods used by the colleges contacted and the number 
using each method. 
TABLE 8 
METHODS USED FOR DUPLICATING TRANSCRIPTS 
Method Number of Colleges 
Photostat • • • • • 
Verifax •••••• 
• • • • • • • • • • • • 
• • • • • • • • • • • • 
Apeco • • • • • • • • • • • • • • • • • • • 
Th~rmofax • • • • • • • • • • • • • • • • • 
Azograph • • • • • • • • • • • • • • • • • 
BrUlling • • •• • • • • • • • • • • • • • • 
Dexigraph • • • • • • • • • • • • • • • • • 
Nord • • • • • • • • • • • • • • • • • • • 
Ozalid • • • • • • • • • • • • • • • • • • 
Photocopy • • • • • • • • • • • • • • • • • 
Transcopy • • • • • • • • • • • • • • • • • 
~ed ••••••••••••••••••• 
6 
4 
2 
2 
1 
1 
1 
1 
1 
1 
1 
1 
According to Table 8, the twenty-two colleges surveyed employ a total 
of twelve different methods of duplicating transcripts. Of the twelve 
different methods, Photostat is used by six schools. Verifax by four, Apeco 
and Thermofax by two and the rest by only one college. 
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OFFICIAL RECORD OF: 
NAME 
ADDRESS 
PLACE AND DATE OF BIRTH 
ENTRANCE 
CREDITS 
SUBJECTS IUNITSJ 
ENGLISH 
HIST. ANC. 
HIST. MOD. 
HI ST. AM. 
HI ST. 
LATIN 
FRENCH 
SPANISH 
GERMAN 
ALGEBRA 
PL. GEOM . 
AD. ALG. 
GEN. SCI. 
BIOL. 
CHEM. 
PHYSICS 
ADMITTED BY: 
DEPT. I CAT. NO. 
RHODE ISLAND COLLEGE OF EDUCATION 
-- . - ~ 
TITLE OF COURSE 
l -
PROVIDENCE, R. I. 
GRADE 
1ST 
SEM. 
FROM: 
' ,_ 
DEPT. 
ADMITTED: 
ED. B CONFERRED 
ED. M CONFERRED 
COURSE 
CAT. NO. TITLE OF COURSE 
.. 
GRADEl GRADEl SEM. 
1ST 2ND HR. 
SEM. SEM. CR. 
1 ZOOLOGY 
. 
I ' ' 
TOTAL TOTAL 
• I I 
~ 
-
- 1 I I I 
' . I , ~ 
ADV. CR. 
-·· •· I· 
-~- t --~---- ---~--- - ' • 
' 
·I . ~- I 1 - I 
~ I , - ·-- -" , -
-- I -. 
- 1-- -- "- ~-- - - ' -
I 
I I -1 - 11-- -- - -1 ·~~ -
~ ' . 
NAME 
TOTAL 
GRADING SYSTEM: A, B, C, D ARE PASSING GRADES 
QUALITY POINTS: e--4, B-3, C-2, D-1 
INDEX: 2.-FOR GRADUATION 
SEM. HRS 128 AND ~ YEAR TEACHER TRAINING 
TOTAL: !40~SEMESTER.HOURS 
ADDRESS 
TOTAL 
F-FAILURE ®-DEFICIENCY SATISFIED 
DATE ISSUED: CERTIFIED BY: 
I I I I 
-------- -~-__..._.....~~r-,!"""'-_____ ____ !""""""'~-- .. --- ....... -----,-.:--- . --_-,............,.~-,:r:r"-------,r-::--~~--~~ ,,_ .-,r--~- .. -
Fom 19. - Permanent Reoord Card (Rhode leland College ot Education) 
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WHEELOCK COLLEGE 
BosToN, MAsSACHUSETTS 
Official Transcript of record of 
Name ---------------------------------------------
Address 
Birthdate __________ Birthplace ________ _ 
Admitted From ___________ _ 
B.S.Ed. Degree Conferred 
Withdrew 
Disqualified for Low Scholarship 
Eng. For. His!. Soc. AI g. Geom. Trig. Gen. Bio. Phy. Chem. Etc. lang. St. Sci. Advance Standing Credit 
-- --
--· 
----
--
--
--
- -ENTRANCE 
UNITS From ---------------------------------------------
CATALOGUE I DESCRIPTIVE TITLE NUMBER 
~ 
,, 
Grading system: A, B, C, D are passing grades 
in order of excellence, C being average. 
CR indicates satisfactory completion of course 
requirements at a level of C or better. 
Unless otherwise indicated this transcript carries 
honorable dismissal. 
Class Quarter 
Year Sem. Pts./Hrs. Avg. lstl2nd 3rd 4th 
I 
I 
Credits Needed for Graduation 
1st Sem. 2nd Sem. CATALOGUE DESCRIPTIVE TITLE 1st Sem. 2nd Sem. 
Cr. Gr. Cr. Gr. NUMBER Cr. Gr. Cr. Gr. 
~ 
Date issued : Certified by: 
No. of 
Students 
?\an1c 
Address 
Major 
Admitted in September ' 
Preparatory School 
Plan 
Aclvanccd Credit by cert. or exam. from 
ENTRANCE CREDITS 
En!! !ish 
Latin 
French 
German 
American History 
Ancient History 
English llistory 
Mcd. & Mod. 
Eutopl•an History 
I Units I I Units 
Algebra 
Plane Geometry 
Adv. All!ebra ( 
Solid Geometry ( 
Plane Trig. ) 
Biology 
Chemistry 
Physics 
Social Studies 
Total Units 
MOUNT HOLYOKE COLLEGE ~outh H~dley, Massachusetts 
Honors 
1!7 
COURSE 1st SEM. II 2nd SEM. 
GRADE hHRS. GRADE l HRS._ 
A. B. Degree Conferred 
A. M. Degree Conferred 
RRHP.-5046 
COURSE 
Form. 21. - Permanent Record Card (Mount Holyoke) 
lsi SEM. II 2nd SEM. 
GRADE I HRS. GRADE I HRS. 
01 
~ 
IV. CONCLUSION 
IV. CONCLUSION 
The survey of the procedures followed and forms used by the registrars 
in small New England colleges was conducted with thehope that it might pro-
mote a more efficient and time-saving method of record-keeping. It was felt 
that the best way to gain knowledge in this area was to compare the work of 
those who are daily putting their s.ystems to the test. The registrars con-
tacted, for the most part, very graciously indicated their willingness to 
assist in the project. Without their help, the task would have been im-
possible. 
Throughout the paper the writer has endeavored to illustrate unusual 
items by including samples of the forms used in the various schools. Since 
procedures differ from school to sohool, it would not be expected that any 
one school could make use of all of the suggestions. In fact, the writer 
has purposely indicated extremes in order to emphasize the fact that what 
is a good form for one school might not serve the purpose of another. 
In accumulating and sorting the infor:uation and in comparing the forms, 
a few problems arose which might be mentioned at this point. Several forms 
were requested which do not ordinarily leave the institution. Because they 
were not intended to be used by those who were unfamiliar with them, in some 
oases there was no way to identify the fonn. In other cases it was difficul 
to determine the extent to which the registrar was involved in processing 
the forms. Some registrars clarified this by attaching notes to the forms 
and some included printed registration instructions whiCh gave a clear 
picture of that procedure. Where there was some doubt, in order to preserve 
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the accuracy of the information presented, the Jml.terial wa.s not included in 
the survey. 
This stuiy has been limited to small New England colleges meeting the 
stipulations set forth on page 3. In addition to comparing the fonns and 
noting any unusual procedures this study has resulted in the following 
conclusions: 
1. The duties and responsibilities of registrars in small New 
England colleges vary greatly from one college to another. 
2. The number of persons employed to assist in the registrar' a 
office is determined primarily by the distribution of responsi-
bility within the college rather than by the size or enrollment. 
3. Relatively speaking, the smaller colleges depend more on part-
time help than the larger colleges. 
4. The amount of committee work undertaken by registrars depends 
more on the size of their office start than on the size of 
enrollment. 
5. The tendency is tor larger colleges to divide the work of 
admissions and registration into two separate offices while 
the smaller colleges tend to have one office responsible for 
both areas. 
6. The system of stripping the files of gradua.tes and withdrawals 
is quite generally accepted. 
7 • The large najority of the schools surveyed do pre-register. 
Most of those not using this system have pre-determined curricula. 
a. Schools are in complete agreemsnt on a counseliDg program for 
stui ent s with low mid-term !ml.rks. 
9. The current trend is to allow a student to attend college tor 
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a period of time before declaring a major, thus cutting dawn 
on the number of program changes. 
Following are suggestions for further research: 
1. Compare small New England colleges with schools meeting the 
same specifications in another area of the country with a view 
to learning if the role of the registrar is the same through-
out the country or what the significant differences are. 
2. Compare schools on the basis of the type of student body, i . e., 
co-educational, all men, or all women students. 
3. Compare schools on the basis of the type of control, whether a 
school is privately controlled, state supported, church con-
trolled or related. 
It would be well to mention that, in order to be meaningful, such comparisonf 
would require a larger sample than the limitations of this paper allowed. 
------
V. APPENDIXES 
APPENDIX A 
4 Oak Street 
BevGrly Farms 9 Massaohusntta 
lt:-u·oh 28• 1969 
In partial fulfillment of the requiremoo:cs for a Master 
of E.1uoation dGgree at Boston University, I am making a oo1n= 
pe.ra. ti ve study of the forms used by registrars o It .~ill be 
grea.~ly appreciated if' you •~uld assist by oompleting the 
enclosed que~tionnaire. which can be answerad in a very few 
m r.t:te., ~' end y sending mo duplicate samples of the forma 
listed on tho questionnaireo Needless to eay 0 such a ctudy 
w uld be impossible without the co-operation of ragi8tra.rs 
uoh as yo,~selfo I am enclosing a stamped envelope for 
tl1o return of the questionn~ire ~d ohall be very happy to 
t·e~mbt rae you f.cr the postage used to foMYard the forms o 
Sinoorely youra, 
(Mies) Florence Winsor 
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na. •. :e t:~f Sohoo"' ~~Utlber of Rtudent enrolled 
1., D .ea your office handlo admiso~_on s well e. 'Ghe ueut\l duties of the Registrar's 
z~ Fow many p~ople are employed in your office and in hut cap~ iti«G? 
3o Are you respon ibla for the puoUshing of the college ¢atalog? -----
what off.ioe do you oo-ope~·ata? 
--------------------~------------------
Of what ouno5.ls or committees are you a member by virtue of your office? 
~~~----
Dues y, ur position require that you be secretary of the Faculty? ·--~-­
oounoils or ot~mmi't;tees? 
-----
i), De: y > 1 hand. e monthly reports and other paper a !'or veterans? =---
d;c.s handle veterans' affairs? 
or .he 
--·------------·--------------
Sc Art:J you the ~''oreign Student .Adviser? ·-·~· ----
S·'·hOol? 
lf no·tp io there auoh a parson a~ yt:~ur 
7 ·~en a new ~tudent is admitted 9 ie his wholo file transferled from Admi~si~ue Offi a t~ 
'?()giatro. ? -~-.. ~·--= If' not" what is retained by .Admiesic.ns? 
----·-------------------------------------------·-----------
Bo ~fr1en a ntuden~ graduaues or withdra.~, i! his entire file kept indefiLately by th~ 
Regir;trai.'"? Are unimportant pap are or duplicate information diso~.rdad 7 -~·, 
Do you mioro~film file5? How old are they bef~re th~ are mioro~filmed? ·------
e.. Is the Faculty expected to take a.n active part in regictration? ----- How long r, 
period irl needed i'or registration?---------·---------- How znfln,: perscu~ 
m ·e·;.:; a studatl .... oontaot in the pz-ooeas of regi.Btering? ----------
,.0~ D~ you pra···regi.ster? Do you pre ·register or rEJgis ter for the fall sen:-este1· 
i:y m i1 during the aummer? -=-~--
U G Dt~ you usc ol~s c card a ( fjl" permits ) ? ----- Daea t.~e profeeeor rst1u·n theae to tht'l 
1~egis tra.r v.i 'tl1 f'ina. . gre.doe? ---- Is this in lieu of a gre.da ah-s!!lt? ----·~ 
rs.nmen g.ven peri~dic teste other than mid-terms? ... ,... ___ _ 
T f'e.oul iy ~.dvtl':er? 
Are ~o? mld-t rm 
To 
'OVER) 
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